DEPARTMENT OF GENERAL SERVICES ScheduleNo. (S ZF 7 2
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 4
Agency Division/Unit
Washington County Finance/Water and Sewage
Item No Description Retention
] Billing registers Retain for three (3) years and

-contains but not limited to: past due bills, invoice update edit | until all audit requirements have
list, billing registers, delinquent proof list, consumption proof | been fulfilled, then destroy

list, syscon conversion, date and time report, meter readings,
invoice copies

2 Lab reports: water analysis - water samples, lab analysis report,| Retain for five (10) years and
wastewater/streams analysis, discharge reports until all audit requirements have
been fulfilled, then destroy

3 Agreements for service, pipeline crossing, site plans, Permanent. Transfer
agreements between Washington Co. and sub division/town for| periodically to MD State
water and sewage services, amendments, funding agreements, | Archives

agreements for architectural services

4 Accounts payable invoices Retain for three (3) years and
-contains but not limited to: paid invoices, correspondence until all audit requirements have
been fulfilled, then destroy

5 Cash receipts Retain for three (3) years and
-contains but not limited to: payment stub, adding machine until all audit requirements have
tapes, invoices been fulfilled, then destroy

6 Subdistrict general registers - computer generated listings, Retain for three (3) years and
general ledger transaction report until all audit requirements have

been fulfilled, then destroy

7 Equipment rentals/mileage reports Retain for three (3) years and
-contains but not limited to: equipment rental worksheet until all audit requirements have
handwritten notes, total monthly equipment cost been fulfilled, then destroy

Approved by Department, Agency or Division Representative Schedule Authorized by State Archivist

Date JuL 20 1999

Signature c 7f7" |

Date July 16, 1999
Signature __ )y \_%\Qc\p\.

Type Name _ Joni: L. Bittner

Title County Clerk




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET)

Schedule No. &g? 2

Page 2 of 4

Item No Description Retention

8 Sanitary district water directories Retain for three (3) years and
-contains but not limited to: reconciliation of labor until all audit requirements have
distribution, labor distribution, mileage distribution, personal | been fulfilled, then destroy.
mileage, administrative expense report, master control list,
well testing, invoices

9 Grants/Loans — Water and sewage construction Retain for life of grant plus three
-contains but not limited to: purchase orders, invoices, (3) years and until all audit
estimate for partial payment, lawn invoices, labor distribution, | requirements have been fulfilled,
lawn and overhead salary reports, correspondence, then destroy
certifications of performance

10 Post Office address reports - computer generated listing, road Retain until updated or
name, address, owner name, zipcode, land use ' superseded, then destroy

11 Untaxed and undetermined parcels and tax maps - computer Retain until updated or
generated listing: account number, owner/address, liber - superseded, then destroy
folio, description, map, parcel, grid '

12 Easement files Permanent. Transfer
-contains but not limited to: workpapers, sewer line easement | periodically to the MD State
instruments, drawings, property appraisals, correspondence Archives

13 Service connection construction reports Retain for life of equipment,
-contains but not limited to: lateral sheets, lists project, plus 3 years, then destroy.
location, contractor, date installed, address, site drawing, size
and type of main-pipe-meter-vault-length; cut reference
sheets

14 Operation and maintenance manuals - Retain until updated or

-contains but not limited to: warranty, maintenance data,
specifications, parts catalog, installation instructions,
operating instructions '

“superseded, then destroy




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. Cf79\

(CONTINUATION SHEET) Page 3 of 4
Item No Description Retention
15 Statements - computer generated Retain for five (5) years and until
-contains but not limited to: statements for tests performed on | all audit requirements have been
water systems, copies of test results that relate to statement met, then destroy.
16 Procurement for materials and services: correspondence, notice | Destroy material having no
to proceed for procurement of materials and supplies, further Legal, Fiscal,
addendums, bonds and insurance for explosive experts; Administrative or Operational
includes concrete, rock engineering firms, pipe Value
17 Subject files by sanitary district Screen annually. Destroy
-contains but not limited to: correspondence, contract change material having no further
orders, permits, final tabulation listings, mileage cost, administrative, fiscal, legal or
equipment rental cost, inspector’s report, notice of public operational value. Retain
hearings, hearing testimony, hearing procedures permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
Archives.
18 Ridge Water Corporation Screen annually. Destroy

-contains but not limited to: minute book and organization
records, correspondence, handwritten notes, check copies,
stock subscriptions, copies of share certificates, journal entries,
tax returns, statements

material having no further
administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
Archives.




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET)

Schedule No. 07‘79_\

Page 4 of 4

Item No

Description

Retention

19

20

21

23

Property transfer record: form (green) lists - kind of
conveyance, town, county, deed presented by, date,
consideration, ground rent, name of grantor, N &A, assessment
Originals maintained by Real Property Administration. A copy
is reordered at the Circuit Court.

Manual check registers: ledger sheets listing - check number,
payee, account number, distribution, total

Water meter installation/replacement log
-contains but not limited to: log sheet, consumption proof list,
meter change

Inventory posting register: computer generated listing: fund,
account number, project, date, item #, quantity, U/M, req.
reference number, debit, credit

Detail A/R invoice journal, billing register: computer generated
listing - account number, date, customer/description, property
number, invoice number, debit, credit, address, plan type,
reading, consumption, charges, adjustments, final charge

Destroy material having no
further Administrative, Legal,
Fiscal or Operational value.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Retain inspection approvals and
meter specifications for three
(BB) years and until all audit
requirements have been fulfilled,
then destroy.

Retain meter history data for
seven (7) years, then destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.




TNSIRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS IMVENJORY
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT OIVISION

SCHEDULE (DGS 550-1) 7215 WATERLOQ ROAD
Page /

PQ. BOX 275 - JESSUP. MARYLAND 20794 of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

Lttt O, Forpsipe= | LS

DEFINITION - Records Sarles - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE /77,%//”,44 CLM( 5. EARLIEST YEAR / LATETEST YEAR
- ‘ /.

6. RECORD SERIES DESCRIPTION ( Briefly descrite the types of information/documentsifarms found in the Senes Include ihe purpose or functicn of the Senes!

Ledger SheeTs Lishiog. Cheok ©b - TP EE -
. /
/ccj,/ /VD/ ' CD%AA/W;L)/ . ﬁé

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
. Qa Fie Diawer(s}

G’K&Ze Q Micteiim Qa Alchatelicai . a Microfilm Resal (51

D Computer Tape |s:
Q Llegal Size o Ccomputer Tace a’Num/enc:.\l / 3{ Cther (Spezify) M
O Bcund Book G Flcppy Disk C Chionolegical Number M _ FT

Q Auwdo Tape Q Video Tace O Geograshica) 10. ANNUAL ACCUMULATION
QO File Drawer (g)
Q Ctrer (Specify) a Clher (Speciv) O Mucrofilm Ree! (s
\ O Computer Tapeis)
/40255 /@JFW T Ck&y\ /l/ﬁ O Other {Speciy)
. -
. Numbet
11. FILE IS USED - 12. FILE BECOMES INACTIVE AFTER
G Daly O Weskly a  Monthly o Month(s) Q  Year(s)
, Number
13. CURRENT LOCATION(S) (B!dg., Floor. Roomj) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

F/INNVEL
LD LY prasibr 7

15. ACCESS RESTRICTIONS (if yes. cite law(s) & regutation(s) 16. AUDIT REQUIREMENTS

a  Yes O No

U Yes a No G None 0 Slate O Fegeral O Independent

17. 1S AN INDEX SYSTEM USED? (If yes. exciain crieily ang 18. RECOMMENDED RETENTION
w=sste any hargware/software) '

h G e Retain for three (3) Years and until
all Audit Requirements have been —_—
19. NAME AND TITLE OF PREPARER 20.. Fulﬁlled then destroy.
' -

L63S S804 “epsed 1193




SCHEDULE (DGS 550-1)

TNSTRUGTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECOROS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

PO. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECOROS INVENTCRY

Page (R‘ : of

1. DEPARTMENTIAGENCY

Wias - Lo,

2. DIVISION

Fonszye <

3. UNIT

O S

DEFINITION - Records Serles -

A group of related records normaily filed and used as 2 unit for re{eronca as well as retention and disposition purposes.

—

4. RECORD SERIES TITLE W%fﬁ % /g/‘//Vé//f//Z/— X)/
/eﬂ//%ﬂf%wf Lp =

5. EARLIEST YEAR / LATETEST YEAR

Y7

\

6. RECORD SERIES DESCRIPTION ( Briefly descrte the types of m!ormahon/documeéorms found i the Series Include ihe purpose or functien of the Senes)

£&/1/7§//c(5 LT NET Lphs)Jeed T = L2 5/7@2"’
Co Msz/mp///Z/O Ao rsT J

4//6?"6'/7%/)//2/

7. RECORD 1ES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
. O File Qrawer(s)
Lter Size o Ahcreilm a Alphatelical a Microfilm Reel (51
Z}wgmnr Tace s
Q legal Size Q Ccompuler Tzce G Numencal Cther (Spezily ’é_&__
O Brzund Book Q Fieppy Disk @ Chronolegecal Number &M F’—- /’
a Aucdo Tage g Video Tace a Geograghical 10. ANNUAL ACCU?ULA“QN
o O File Drawer (<)
Q Cirer (Specily) Empec,m //y//;/ (=4 O Mucrofilm Ree! (s}
a Comguter Taoe!s)
a Othet {Speciy)
o Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daiy a Weskly a Monthly o Month{s) a  Year(s)
Number
13. CURRENT LOCATION(S) (B!dg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (if yes, specify agency or office)
Fon22nee
g Yes a No
L2 ppons O T
15. ACCESS RESTRICTIONS (If yes. cile law{s! & (eﬂwauon(s] 16. AUDIT REQUIREMENTS
G Yes g No g None a  Slate G Feogeral O Independent
17. 1S AN INDEX SYSTEM USED7 (lf yes, exciain chneily ang 18. RECOMMENDED RETENTION
aeste any haraware/software) ’
o fes c Mo 0//6‘
19. NAWE AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

Ci3S $50.4 epsed 493)




Ne i epedlizn /50//&'///7/5 s
Meter SpecfIcsgion's for 5 Sems
W Uiy L Y eadyT K SN S
thove been’ [/l ed Then Deiroy.

Ketrin Mefe—~ /74\%73/? Atz o 7
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[NSIRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEQULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENJORY

7275 WATERLOO ROAD
PO. BOX 275 - JESSUP. MARYLAND 20794

Page 3 .

of

1. DEPARTMENT/AGENCY

Wirs i Cp.

2. DIVISION

sy e =

3. UNIT

LOFS

OEFINITION - Rocords Series - A group of related records normslly filed and used as a unit for relaranca as

well as retention and disposition purposes.

4. RECORO SERIES TITLE }0/ﬂﬁ/06/"77
Aerord

TS fp?

5. EARLIEST YEAR / LATETEST YEAR

De<d F7

Vr2perTy Jam s e~
Hind o conne oy -
/et e ed

6. RECORD SERIES DESCRIPTION ( Briefly descrite the lyges of ifformation/documents/forms found in the Series  Incluce ine purpose of functicn of the Senes}
o o =" L) SIS -

Y 7;;:/0 g C’ﬂZ//’ﬁ 7; f'
DT - (prsider e
G 2unad [ensZ, pietsie =~ %2/)75//’ A v‘/}i/ -

é/f

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE | 9. VOLUME
i © File Drawe(s)
Lester Size a Micteiilm a Alphatelical a Microfilm Reel (s)
Z/E}cﬂer Tage {s:
0 Legal Size o Ccmputer Tzce lumencal J/ het (Spe::!y)@ﬂ
Q0 Bound Book a Fleppy Cisk C Chronological Number &[/, /;7;_
O Aucio Tape O Video Tagce 2 Geographical 10. ANNUAL ACCUMULATION
Qa File Orawer ()
o Ctrer (Specify) a Clher (Speciiv) O Microfilm Ree! (s}
O Comeuter Tape!s)
O Other (Spacify)
o Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daiy O  Weekly 3 Monthly O Monih(s) a  Years)

Number

13. CURRENT LOCATION(S) (BIdg., Floor, Room)
F;M@Z/Vfc@

)

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

G Yes

(If yes. specfy agency or office)

o No

15. ACCESS RESTRICTIONS (If yes. cite law{s] & requiation(s)

16. AUDIT REQUIREMENTS

¢ Yes a No a None a  Slate O Fegeral [s] lndegendenr
17. 1S AN INDEX SYSTEM USED? (f yes. excian criefly ana | 18. RECOMMENDED RETENTION PﬁV‘M }4/[/5/1)‘7, 7%%@,—\
aespe any hargwarelsoftware) ’ . s
f;er"/od Ity ) e THe M. SiEte
‘ag o Mo

R rEs,

-
-]

. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

C63S S804 Fepsed 1/93)




[SIRVG TIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY |

REVISE) RECORD SERIES  FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
i
SCHEOULE {0GS 5501 7275 WATERLOG ROAD
PO. BOX 275 - JESSUP. MARYLAND 20794 Page / % of

1. DEPARTMENTIAGENCY 2. DIVISION - 3. UNIT

Wizsit Co = ;

DEFINITION - Records Series - A group of related records normally filed and used as a unit for referenca as well as retention and disposiion purposes.

4. RECORD SERIES TITLE /MVWF )wa 5. EARLIEST YEAR / LATETEST YEAR
Reperel- e

6. RECORD SERIES DESCRIPTION T Brielly descrite the tyges of ifformation/documentsiforms found in the Senes  Include ihe purpose of funclicn of the Senes

Compw/e N E) 7, eQ/A/{/;’f ” FZ’”‘Z/MM3
Prodect'| DoTe, 1+ent # Eounn7' 7y Ly,

Kef /oﬂf%# J)czé// CrediT

e T i - ros
<, 2. e "o
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
. ‘ Q File Drawe!(s)
0 L¥ter Size a Micreidm a Alphateticat a Microfilm Reet {s)
/ Q Computer Tace js:
a Legal See a Computer Tzce =Tumencal O Cther {Spezily)
a Bzund Book 0 Flcppy Cisk 0 Chronalegical Number
Q Aucdio Tage a Video Tace O Ceographiczl 10. ANNUAL ACCUMULATION
. .o G File Drawer (s}
B‘mDec:!y) Z/ X /44 Clher (Speciiv) Q Microfilm Reat (s}
/7 0 Comcuter Tape!(s)
é L ; &/A) Q Other (Speedfy) __
o Number
11, FILE IS USED ' 12. FILE BECOMES INACTIVE AFTER
o Daly O Weskly a  Monthly O Month(s) o Years)
Number
13. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
;f—'/{';ﬂ' a Yes g No
LY M otorsfrr——
15. ACCESS RESTRICTIONS (I yes. cite law(s} & reguation(s) 16. AUDIT REQUIREMENTS
U Yes a No g None a State 0 Fegeral O [ndependent
17. IS AM INDEX SYSTEM USED? (Il yes. exciain criefly ang 18. RECOMMENDED RETENTION
wmaste any harGware/soilware) ) )
‘e G o ‘ Retain for three (3) Years and until
all Audit Requirements have been
19. NAME AND TITLE OF PREPARER : Fulfilled, then destroy.
06§ S804 Zmpseq 193 : L




[RSIRUGTRORS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION

OEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENIJORY

SCHEDULE (DGS 550-1)

7275 WATERLOO ROAD
PO. BOX 275 - JESSUP. MARYLAND 20794

5~ o

Page

. DEPARTMEMNT/AGENCY 2. DIVISION

Mg/ (o Ponspt=

OEFINITION - Racords Setles - A graup of related fecort}; normally filed and used as 2 unit for refarance at

4. RECORD SERIES TITLE Mf/z, %//V//ée . /%
Sowerspeal ,@ %ﬁé/é?Af/ef“ —

6. RECORD SERIES DESCRIPTION ( Briefly descrite the lypes of m{ormanonldocumenlsﬂor S found in the Senes  Incluce ihe purpose of functicn of the Setes)

Cﬁ/%/bw/cﬁ/" Tl e //é///w s LT A2 (}ﬁ/ -
CltsTomsters/pascry T e /zx) ii/e// #‘//ﬂypﬁg
AN, ; Dely 77 Crads regs s ,é/;,a///ze
A@%// o é’ﬁ/ijzvm - M/? e - SBh T e e 2
Jormrt Chiok (7. /0 ver)

Z()*’d

wall as tetention and disposiion purposes.

5. EARLIEST YEAR ! LATETEST YEAR

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
) ) O File Drawer(s)
a Leter Size c Micrelilm O Alghatetical a Microfilm Real {51
a Computer Tace is N
O Legal Size a Ccmputer Tzce Vﬂ@ 2~ Cther (SDE:--’«,}%
Q Bzund Baok a Ficppy Disk @ Chronolog:cal Number O% F:—7‘
0 Aucio Tape Q Video Tace O Geographicat 10. ANNUAL ACCUMULATION

Fite Orawer (s}

) L o
E'{(Specrfy)/ Q Ciher (Speciiv) Microlilm Reet (s}

o
/ QO Comguter Tape!s)

Othet (Specify)

o Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daly G Weskly a  ‘onthly 0 Month(s) a] Year(s)
Number
13. CURRENT LOCATION(S) (Bldg Floor Ro 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or olfice)
NI /C 7
W / v Yes g No
///,4/725 2r 7
15. ACCESS RESTRICTIONS (If yes. cite law(s! & reﬂulauon(s) 16. AUDIT REQUIREMENTS
¢ Yes a WNo a None a Slate O Fegerai O Independent

17. (S AN INDEX SYSTEM USED? (f yes. exciain Sneily ang 18. RECOMMENDED RETENTION
wssne any hargware/software) ’
7
‘25 g Mo Retain for three (3) Years and until
all Audit Requirements have been
19. NAME AND TITLE OF PREPARER 20, TE Fulfilled, then destroy.

L3S S804 Jmpsed 1/93)
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INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FQORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT QIVISION
7275 WATERLOQ ROAD
PO. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENJORY

Page é.

ot

1. DEPARTMENT/IAGENCY

Wwast-Co

2. DIVISION

e

3. UNIT

LT er—~+ S, 79

DEFINITION - Racords Serias - A group of related racords normnlly filed and used as a unit for referance as

wall as retention and disposiion purposes.

4. RECORD SERIES TITLE

=
3D/)57 /Vﬂﬁfygwlf//é 75 Ve

5. EARLIE YEAR | LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly descrite the’ lypes of information/documents/forms found i the Series

Include the purpose or functicn ¢f the Series!

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME #_'3é
- ) O File Drawer(s)
Q Letar Size g Micreilm Q Alphateticat o Mcroflm Reel (s)
. la] CampulEr Tace {s;
O legal Size a Cempuler Tzce G Numerical @Cher (Specity) -5 2.8
a Beund Book a Floppy Disk QO Chronological Number GM / / pr
a Aucio Tape Qa Video Tace Q Geograchicat 10. ANNUAL ACCUMULATION »
O File Orawer (¢)
T Otrer (Specify) Q Cther (Speciiv) O Microfilm Ree! (s}
a Comcuter Tape!s)
a Other (Specity)
o Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daly O Weskly a  Monthly 0 Month(s) o Year(s)
Number
13. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office)
M a  Yes o No
sy ord
15. ACCESS RESTRICTIONS {if yes. cile law(s} & requiation(s) 16. AUDIT REQUIREMENTS
o Yes S No o None a State O Fegeral O Independent

17. 1S AN INDEX SYSTEM USED? If yes. expiain crefly ano

ansnee any hargware/software)

D ‘as

Mo

4?@" 2djcss
=y

RECOMMENDED RETENTION ?@/‘M%A]Eméf
I e /’% SHee

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

C63S S804 Tmpsed !l93l
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INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY

REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEQULE (OGS $50-1) . 7275 WATERLOO ROAQ 2

PO. BOX 275 . JESSUP. MARYLAND 20794 Page _Z of
1. DEPARTMENTIAGENCY 2. DIVISION 3. UNIT

Wi co Frspee  Wzkr+Saczse

DEFINITION - Records Serles - A group of refated records normally filed and used as a unit for referenca as wail as rotention and disposition purposes.

4. RECORD SERIES TITLE 5/0,/&/"//9:0__ ;F%Mﬁwld 5. EARLIEST YEAR / LATETEST YEAR
_ g - '/mro |

6. RECORD SERIES DESCRIPTION ( Briefly dascnbe (heflypes of information/documents/forms found in lpe Series Incluce the purpose of functicn of the Series;

Copts) STz of bird AT LI T E Prrehzse Oz =
WV Bleas ; Eapimele 16,100 772/ oty [
JANV IO ~ L. By~ TN T fotr P BonS,” LT K 9/@/%(24

YT ,é pr s - CorrespPod A=, 46/“77-/;7(13/}9@
Vil Tae p({?;’ﬁ*/é‘&k%«

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
- . ' a File Orawer(s)
Letar Size 0 Mictehim 0 Alphatetical . 0 Mictohim Resl (s)

gyeﬂler Tace ;’s:{ .
O legal Size O Compuler Tzce G Numencal . ' Ctner (Specity) X
O Beund Book O Floppy Qisk Chronolog:cat Number Z ¥ o /"/,

Q

A}

O Auwdio Tape O Video Tace Geograohical 10. ANNUAL ACCUMULATION

/ . R a Fite Drawer (s}
Ctrer (Specily) Z’Z X Z “7 Cther (Speciiv) 0 Muerofiim Ree! (s)

a Computer Tape!s)

a

a]

© Other (Speciy)

e Number
11, FILE IS USED ‘ ’ ’ 12. FILE BECOMES INACTIVE AFTER
Q Daly O Weskly 3 Monthly ) v o Month(s) o] Year(s)
: Number
13. CURRENT LOCATION(S) (Bldg., Floor, Roam} 14. 1S RECORD SERIES OUPLICATED ELSEWHERE? (If yes, specify agency or office)

V) ormstrT— i w

15. ACCESS RESTRICTIONS {If yes. cile law(s} & regquiation(s) 16. AUDIT REQUIREMENTS

L Yes g No O None Q Slate O Fegeral a Independent

17. IS AN INDEX SYSTEM USED? (If yes. exciain cnefly and 18. RECOMMENDED RETENTION
werte any hargware/soflware) ' oo T T

Retain for three (3) Years and until
all Audit Requirements have been
Fulfilled, then destroy. —

o fes c Mo

19. NAME ANO TITLE OF PREPARER H

C(3S $50-4 Tepseq 17931 / N~ . . /

9,
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{NSTRUGTIQNS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECQRDS INVENJJRY
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDWLE (DGS $30-4) 7215 WATERLOO ROAD 7
Page

PO. BOX 275 - JESSUP. MARYLAND 20794 of

1. DEPARTMENTIAGENCY 2. DIVISION 3. UNIT

Wigsite Lo FIvANEE | witervsanme

DEFINITION - Records Serles - A group of related records normally filed and used as a unit for rafarence as well as retention and disposition purposes,

4. RECORD SERIES TITLE 5//iﬁi/7/fW5 5./EARL|EST YEAR / LATETlEST YEAR
| 7 | | 72l e

6. RECORD SERIES DESCRIPTION ( Briefly descrite lre’lypes of information/documents/forms found in the Series  Incluce ine purpose of funclicn of the Senes)

CéW/B//Vé boisT s T Loy sy Jo - 15T A e
Bijls. IVvviee vpdzie =d, TLIST Bupmg
K@fté?’iz/ Del/vguersg Fra épfl‘/ar‘

owwmﬁ’;,,jﬁf/}p/’,l/ / - /;ﬁ(‘ Dy
@D/U BRSO DT~ Tiinme eprry MeT=r—

o1 ias - Iy ieiee LCopjes

7. RECORD SER FORMAT?/ 8. RECORD SERIES SEGUENCE 9. VOLUME :
- O File Drawer(s)
V@ﬁ C Micreim Qa Alpnateticat . a Mwcrofilm Resl (s)
/ o Camculnr Tace {s:
- O Legat Swize a Computer Tece StTimerical f g lh“l (Spezity) %
a Bzund Book Q Floppy Disk a0 Chronolog:cat Number CM, W—

Qo Audio Tape G Video Tace a Gaograohical ) 10. ANNUAL ACCUMULATION

A a File Drawer (<)
Other (Specu!y)/____ﬁ_ Q Cther (Speciiy) O Microfilm Ree! (s}

. . 0 Comcuter Tape!s)
D%}e_’ O Other {Spectyy

e Number

-

11. FILE IS USED 2. FILE BECOMES INACTIVE AFTER

Q Daily O Weskly 3 Monthly 3 Q  Month(s) a  Year(s)
Number

13. CURRENT LOCATIO (S} (Bldg Floor, Room)

VoS e Boors

-

4. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specxfy_agency or office)

G Yes " 0O No

Vel tiars Jzr7—

15. ACCESS RESTRICTIONS (If yes. cile law(s} & regunalibn(s)

-
o

. AUDIT- REQUIREMENTS

U Yes a No o None o State G Fegeral O Independent

17. 1S AM INDEX SYSTEM USED? (If yes. exoiain cnefly ano

-

8. RECOMMENDED RETENTION

-pe any hargware/software) ’ ’
i res - ' Retain for three (3) Years and until
_ all Audit Requirements have been
19. NAME AND TITLE OF PREPARER - 20, Fulfilled, then destroy.
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[NSTRUGTIONS -
REVISED RECORD SERIES
SCHEDULE (DGS $§50-1)

TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
FORWARD WITH RECORDS RETENTION

7275 WATZRLOO ROAD

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENIGRY

Page . ot

1. DEPARTMENT/IAGENCY

blastl (o

2. DIVISION

DEFINITION - Records Serles -

LJ/;??MW@

A group of related records notmally filed and used as a unit for rofarence as well as retention and disposition purposes.

4. RECORD SERIES TITLE Aﬁé ﬁml—‘ﬁ

5. EARLIEST YEAR / LATETEST YEAR

o]

WWFTer I

6. RECORD SERIES DESCRIPTION ( arierly descrnite (he types of infarmation/documents/forms !ouﬁd n the Series

. 7
Incluce the purpose ¢ functicn of the Seres)

SAS — [JHF]e r‘c{w/@
WMilus]s @ppwf/dz%ﬁ” e 1 rer
N7 SIS - D}sc:@zrye /%ﬁpz?/’/é

Cfé‘/f//s

7. RECORD SERIES FORMAT(S)

Letter Size Qo Mcrofilm

0 Llejal Size a Compuler Tece
0 8sund Book GO Floppy Disk
O Auwdo Tape O Video Tace

a Ctker (Specify)

8. RECORD SERIES SEQUENCE
QO Alpnatetical
:‘/N@al
Q0 Chronolog:cal
0 Ceographicai

a Cther (Spectiy)

9. VOLUME M/
e Drawer(s)

a Microfilm Reel (s)
a Computer Tace

Z o Ciher (Qpnf’/)
Number LA F 7

10. ANNUAL ACCUMULATION
a File Drawer (s)
O Microhilm Reel (s}

=

o Comgputer Taoe(s)
Q Other (Specify)

Number

11. FILE IS USED

G Daidy O Weskly T Monthly

12. FILE BECOMES INACTIVE AFTER

Number

G Month(s) O Year(s)

13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14

a  Yes

. IS'RECORD SERIES OUPLICATED ELSEWHERE?

(If yes. specify agency or office)

\ a No
/, 7774 475 (=
15. ACCESS RESTRICTIONS (If yes. cile law(s} & reguiation(s) 16. AUDIT REQUIREMENTS \
G Yes o WNo G None a  State G Federal O Independent

17. IS AN INDEX SYSTEM USED? (If yes. exciain onenv angd
winsite any hardwarel/software)

D ‘es C Mo

19. NAME AND TITLE OF PREPARE

4724

0538 §504 mnsed IIV
=

e

B Fal . -
Retain for wam and until

all Audit Requirements have been
Fulfilled, then destroy.

—




{NSTRUGTIONS
REVISED RECORD SERIES
SCHEDULE (DGS 550-1)

- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
FORWARD WITH RECORDS RETENTION

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PQ. LOX 275 - JESSUP. MARYLAND 20794

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS IMVENJORY

Page of

1. DEPARTMENTIAGENCY

st (o

2. DIVISION

3. UNIT

DEFINITION - Records Serles - A graup of related records normally filed and used as a unit for refarence as

U TTer v S, 9o

well as retention and disposition purposaes.

4 RecoaosemesT|1L5%7/696M€U75

5. EARLIEST YEAR / LATETEST YEAR

Y/

S)le flas S -

Scud
Fod oy

Co. v Siué D) 1//65/9
e 5?%%4’6

6. RECORD SERIES DESCRIPTION ( Briefly descnte the lyges of information/documentsfforms found in the Series

/97/’2@/1//6@7’ F ~ Servee; P e J) o e Gazsy) =

S EE /77@0’— L Tizen) WARSH

ﬁa’p'u/v F>r r‘ }()ZT-/"P
SN ERL =7

/”c/%cf,&g 179re %/W&M/ZF_
HBL 1 7’2(‘/7’ 2L 55/’?/{95\5 .

Include the purpose or functicn of the Senes)

Micrenilm

8. RECORD SERIES SEQUENCE

pﬁlp(abehcal

9. VOLUME /
ile Drawe!(s)

Lester Suze a 0 Microfilm Reel (51
O Computer Tace {s:
p@‘ze a Compuler Tece r/mcal a Cther (Specify)
0 Bound Book O Floppy Qisk 0 Chronolog:cal Number C,L// Q:-
O Audio Tape O Video Tace O Geograohical 10. ANNUAL ACCUMULATION
/ . O File Drawer (<)
ther (Specify) O Other (Speciv) O Microfilm Reel (s)
. " O Comgputer Taoe(s)
WA%-F Djﬁ?’— <7 O Olher (Sgecfy)
. 4
i q / ; ’7/ C:MCW Number
11. FILE IS USED . i 12 FILE BECOMES INACTIVE AFTER
O Daily a  Weskly a  Monthly a  Month(s) o Year(s}

Number

//)///),9‘/%4

13. CURRENT LOCATION(S) (Bldg.; Flaor, Room)ﬁ"

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(If yes. specify agency or office)

T a  Yes o No
15. ACCESS RESTRICTIONS (if yes. cile law(s) & reguiation{s) 16. AUDIT REQUIREMENTS
G Yes a No a None a Slate O Feageral O Independent

17. IS AN INDEX SYSTEM USED? (I yes. exoiain oneily and

i nsbe any hargware/software)

Yerredjess
Khe e,

18. RECOMMENDED RExENTlONePCFM/gMeﬂ}Z’/E%W/%"
77"_7'—

ShF<.

19. NAWE AND TITLE OF PREPARE

20. TELEPHONE NUMBER

21. DATE 2

/%5
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INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE {DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT OIVISION

AGENCY RECORDS INVENJGRY

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

Page _g_ of

1. DEPARTMENT/AGENCY

Witsit (o

2.

?;/'A//?A/az:

DIVISION 3. UNIT

lOFIEr fﬂéﬁ&ﬁ%g

OEFINITION . Records Serles - A group of related records normally filed and used as a unit for refarence as well as retention and dispasition purposa:

Ny Dltes

4. RECORD SERIES TITLE %6&9“/{572 70}?/44/6

§. EARLIEST YEAR / LATETEST YEAR

177 /797

Correape

/

6. RECORD SERIES DESCRIPTION ( Briefly descrite lhe/lypes of information/documents/forms found in the Series

ConTms, fuug po7 LirtsTed 7o :
w2 ene

Include the purpose or functicn of tha Senes)

/0/4;/; /M/CC’S

7. RECORE'SERIES FORMAT(S)
Letter Size s} S.ilcrcillm
O Legal Size o Compuler Tzce
- 0 Beund Book a Floppy Disk
a Aucio Tape G Video Tape

Qa Other (Specily)

8. RECORD SERIES SEQUENCE
Iphatetical

[w] @]

[a]

Numenical
Chronolog:cal
Ceograohical

Cther (Spectivy

9. VOLUME
O Fie Drawer{s)
é o] \hcrohlm Reel (s)
Y ter face i<y
Number [/, F;:'

10 ANNUAL ACCUMULATION
O File Drawer (s)
O Microfilm Reel (s)

O Computer Tape(s)
a Olher (Speciy)

L 1%44/4 =z /

A— |

C63S 5804 \Tepsed 1/93)

e Number
11. FILE IS USED o i i 12. FILE BECOMES INACTIVE AFTER
a Daily a  Weskly 3 Monthly ) a  Month(s) o - Year(s)
Number
13. CURRENT LOCATION(S) (8BIdg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (if yes, specify agency or office)
l/c7// 17 Pr-f’ @ 1o
/~~
15. ACCESS RESTRICTIONS {If yes. cile IaW(s) 4 legulallon(s) 16. AUDIT REQUIREMENTS
G Yes . a No a  None 0 Slate O Federal O independent
17. 1S AN INDEX SYSTEM USED? (If yes. expiain cnnlly and 18. RECOMMENDED RETENTION
.ge any hargware/software) , :
o u Retain for three (3) Years and until
‘es wo R .
all Audit Requirements have been
i Fulfilled, then destroy.
19. NAME AND TITLE OF PREPARER 20.
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INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW ODEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENIORY

REVISED RECORD SERIES  FORWARO WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDWLE 10GS 350-1) 7275 WATERLOO ROAD z

PO. BOX 275 - JESSUP. MARYLAND 20794 Page . of
1. DEPARTMENTIAGENCY 2. OMSION 2 UNIT

Whesit Co. Fninee | W#E/:‘v—xzd?e

OEFINITION - Records Sarlas - A group of relatad records normally filed and used as a unit for reference as well as ratention and disposition purposes.

4. RECORD SERIES TITLE S. EARLIEST YEAR I LATETEST YEAR
TC
]2 TD —

CHsH- e 666/'/37;_5_

6. RECORD SERIES DESCRIPTION ( Briefly cescrite lheﬁypes of information/documents/forms found in the Series  Incluce the purpase or functien of the Sertes:

CorTinp2s, bueT 227 LimnTed 72 [iment =7,
/%Q /1107 .74 %é/kf@ 7_/5775@5 . INVE/I S

7. RECORD SERIES FORMAT(S] 8. RECORD SERIES SEQUENCE 9. VOLUME
- Q File Drawer(s)
a Leter Size o Micrchim Q Alpnatetical . o Mcrofilm Reel (s)
. i a"(/ i ;’C(awadfer Tace [s!
O Legal Size a Compuler Tzce Tmencal ner (Specily) ﬁéz
a Bzund Baok a Fleppy Cisk a Chronolog:cal Number L(, F‘7/,‘
Q Augio Tape O Video Tace O Geograohicat 10. ANNUAL ACCUMULATION
. . O File Orawer (s)
tter (Specify) a Cther (Speciiy) o Microfilm Rest! (s}
. a Computer Taoe!s)
WM 57/ é C__D "“"’ Q Other (Spacify)
e Number
11. FILE IS USED ' ) ) 12. FILE BECOMES INACTIVE AFTER ’
a Qaily O Weskly a  Monthly ) Qg Month(s) a  Year(s)
Number

13, CURRENT LOCATION(S) (Bldg., Floor, Room) . 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

W) BsEPr7 oo 0 Ko

15. ACCESS RESTRICTIONS (If yes. cile law(s} & reguiation(s) 16. AUDIT REQUIREMENTS

U Yes a No O None a Slate O Fegeral g Independent

17. 1S AN INDEX SYSTEM USED? \lf yes. exoiain cnefly and 18. RECOMMEN
wesste any harawaref/software) ’

Retain for three (3) Years and until
all Audit Requirements have been
= ° e Fulfilled, then destroy.

19. NAME AND TITLE OF PREPARER 20. TELEPHONE

C03S $50.4 .Terseg |1931/
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INSIRUCTIONS -- TYPE QR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

OEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PO. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENJORY

Z
Page 7/ . of

1. DEPARTMENTIAGENCY

Wiy Cop.

2. DIVISION

s

3. UNITM%”W |
e e

OEFINITION - Rocords Sarles - A group of telated racords normally filed and used as a unit for refarence as

well as ratention and disposiion purposes.

4. RECORD SERIES TITLE .

Sy

LdisTrrer Fenor=/ Me 7/572'/5

§. EARLIEST YEAR / LATETEST YEAR

/7S

6. RECORD SERIES DESCRIPTION { Briefly cescnte lhe/lypes of information/documents/forms found in the Series Inclucde the purpose of functicn ¢f the Senes:
T Y ' ‘
Lonpiyjer- FeveRszgad A/é/faf@ * Genvag=s/L %‘e/‘
TRAEA7E on> Nepors

7. RECORD SERIES FORMAT(S)
a Leter Size o Micrcidm
O Legal Size . O Cemputer Tzce

Q B:und Book a Flegpy Oisk

8. RECORD SERIESSEQUENCE
Alpnatetical

S Numercal

0 Chronolog:cat

9. VOLUME
O Fiie Orawer(s)
a Microfiim Reel (s)
O Cpmrlter Tace {s:
: Cthet (Soec:!ygﬂ
Mumber c% F/’,—.

a AuwdpTape Q Video Tace a Ceograohicai 10. ANNUAL ACCUMULATION

: . a Fide Drawer (g)
Other (Specn!y)/ O Cther (Speciiv) O Microfilm Ree! (s)
- a Comeuter Taoe(s)

; é //W O Other {Specity)

- Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daly O Weekly 3 Monthly O  Monih(s) o Year(s)

Number

13. CURRENT LOCATION(S) (Bidg.. Floor, Rcom)

L 1pmspprs—

purs

4. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

o Yes a No
15. ACCESS RESTRICTIONS {if yes. cite law({s) & reguiation(s) 16. AUDIT REQUIREMENTS
L Yes o No o None o State O Fegeral G Independent

17. IS AH INDEX SYSTEM USED? (If yes. excian cnefly ana
wenpe any hargwarelsoftware) t

‘a5

n
5y

18. RECOMMENDED RETENTION

Retain for three (3) Years and until
all Audit Requirements have been

19. NAME AND TITLE OF PREPARER

Fulfilled, then destroy.

2
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(NSTRUGTIONS --
REVISED RECORD SERIES
SCHEQULE {DGS 550-1)

TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
FORWARQ WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENJORY

7275 WATERLOQ ROAQ
PO BOX 275 . JESSUP. MARYLAND 20734

Page .5__

ot

1. DEPARTMEMNTIAGENCY

ks

/77//22 /T

2. DIVISION ) 3. UNIT
Fpapee - - | fHer Kooy
Wpst. e, apee - - |\ JHEr
~— ”
OEFINITION - Racords Series - A group of telated records normslly filed and used as a unit for lerlerence as wall ae retention and disposiion purposes.
4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

wipper HenTT=/s /
SerprZ=

6. RECORD SERIES DESCRIPTION ( Briefly descnbe the' types of‘information/documents/forms found i the Series

Incluce ihe purpose or functicn of the Senes)

CorsTi /4//0:: btrT 75 57 LimiTed Jo
/61)73’/— WWrrKsh =73 /7%—/1/& LOVTT TR
Te77L. Mooy £ reyprreT LT

E et /0/44:%57‘

7. RECORD SERIES FORMAT(S} 8. RECORD SERIES SEQUENCE 9. VOLUME
. O Fie Diawer(s)
oter Size o Mwcrelilm 0O Alphateticat o Microfiim Reel (s)
. [a] Com er Tage {s! ﬁ ;’ /
O Legal Size a Computer Tece ?’W _;,‘Z : iher (°D°" 6
0 Bewund Book Q Floppy Oisk Qa Chronolog:cal Number - F /,
0O Audo Tape 0 Video Tage T Geographica 10. ANNUAL ACCUMULATION
O Filte Drawer (5)
Q Qtrer {Specily) O Other (Specifv) G Microlilm Ree! (s}
O Comculer Tape!s)
Mpﬂ/ / ; ! O Other (Specify)
L / Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daly 0 Weekly 2 Monthly a  Month(s) a  Years)
Number
13. CURRENT LOCATION(S) (Bldg Floor, Room) 14, 1S RECORD SERIES OUPLICATED ELSEWHERE? (If yes. specify agency or office)
L(]//// przsgpr / a Yes o No
15. ACCESS RESTRICTIONS (If yes. cile law(s) & requiation(s) 16. AUDIT REQUIREMENTS
G Yes a No g None a Slale G Fegeral G Independent
17. IS AN INDEX SYSTEM USED? \If yes. exowain crefly and 18. RECOMMENDED RETENTION
cenoe any hargware/software) )
‘ag C Mo
19. NAME AND TITLE OF PREPAR 20. TELEPHONE NUMBER 21. DATE

€638 S50-4 Tepged 19 /
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INSTRUGTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJCRY
REVISEQ RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDWLE (0GS $50-0 7 7275 WATERLOO ROAD 7
PO BOX 275 - JESSUP. MARYLAND 20794 Page _ A - of
1. DEPARTMEMNTIAGENCY 2. DIVISION ‘ 3. UNIT
Ve Ce e e W +Smns e
/

DEFINITION - Records Serles - A group of related records nosmally filed and used a3 2 unit for reference as well as retention and disposiion purposes.

4. RECORD SERIES TITLE 5%4//&"- QD@T"’:&T . ‘ 5.;ARLIEST YEAR !/ LATETEST YE‘AR
W%@T”@) rECiprres | ZZx

6. RECORD SERIES DESCRIPTION ( Briefly descrite lhe/lypes of information/documents/forms found in the_Series  Include the purpose. of functicn of the Senes)

TS, dtFNET LGt 72 = fec oEplnfFFori) 2
CﬂM/ ﬂ/J/WA% /éj/y/‘ﬁ/é,?ﬁ%«///éb D7 Yoz
DIST5se o0, florseitnd. 10 osge - AFdmmUTrZDH<
Ex pepse Hopor T MATErCerifral. faag = it
JEsfis s INVEIARS - SEE HTTZC ok,

7. RECORQBERIES FORMAT(S) 8. RECORD SERIES SEQUENCE . 9. VOLUME

. O File Drawer(s)
Lezter Size o Micrehlm a Alpnabeticai . o Microhlm Reel (s)

: aC ﬁler Ta:e#g_ .
a Legzal Size a Zeompuler Tzce S Numercal ) Cther (Spazify) QS
O Beound Book Q Floppy Qisk G Chronolog:cal Numbet
a Audio Tape Q Video Tage a Geograohical 10. ANNUAL ACCUMULATION
’ . . O File Drawer (g)
O Otter (Specify) Q Cther (Spectiv) o Microfitm Ree! (s}
o Computer Tape(s)
a Other (Specly)
e Number
11. FILE IS USED o ’ ' 12. FILE BECOMES INACTIVE AFTER
o QDaly 0 Weekly 3 Monthly ) g Month{s) 0 Year(s)
: Number
13. CURREN»T LOCATION(S) (BIdg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (I yes. specify agency or office)

! 222 ,ﬁp/*f_ | o Yes | ' o Mo

15. ACCESS RESTRICTIONS (If yes. cile law{s) & requiation(s) 16. AUDIT REQUIREMENTS

LU fes a No a None g State a Fegeral a Independent

17. IS AM INDEX SYSTEM USED? (If yes. exoiain cnefly and 18. RECOMMENDED RETENTION
wenee any hargware/software) ’ .

" — & " Retain for three (3) Years and until
all Audit Requirements have been ]

19. NAME AND TITLE OF PREPARER 2 Fulfilled, then destroy.

06S $504 Fersed 93/ e
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JVVerTlery

FINANCE ﬂéégriﬁz? ??&67

BOX #50 ,

SUBDISTRICT NO. 9 - HIGHFIELD WATER
DIRECTORY

BOOK #1

Master Control - All Costs
Summary of All Costs @ 9/30/86
Force Account Summary

Force Account Labor Distribution
Force Account Invoices

BOOK #2

Labor Reconciliation

Account Number Code

Truck Mileage - Regular

Personal Mileage - Regular
Administrative Summary
Administrative Invoices
Administrative Labor Distribution
Willard Well Testing

Willard Well Construction Summary
Willard Well Construction Truck Mileage
Willard Well Construction Invoices
Willard Well Construction Labor Dist.
Interest

Engineering

BOOK_#3

Construction D. L. George
Construction Conewago
Other Income

Funding All Sources
Submittals

FmHA Grant Requests
Miscellaneous

BOOK_ #4
Correspondence
Rates/Costs




